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Part 1: Admins



The first step to creating a 
school on Engrade is to have 
an Administrator or Lead 
Teacher sign up for an Admin 
Account.

This will be a PERSONAL 
admin account – enter your 
name and information.

http://www.engrade.com/user/signup-school.php

1. Sign Up for an Admin account

http://www.engrade.com/user/signup-school.php�
http://www.engrade.com/user/signup-school.php�
http://www.engrade.com/user/signup-school.php�


2. Create a School

Next, on the admin 
welcome page, click 
C reate S chool.

Fill out the requested 
information and click 
Save and Continue.

You can then upload a 
logo of your school, or  
you can Skip this Step 
to come back to later.



2. Create a School (cont)

Lastly, you will be 
given the option to 
Invite Teachers. 

Enter teacher emails 
one per line. Engrade 
will email them 
instructions on creating 
an account that is part 
of your newly created 
School.

You can also always 
add teachers later.



3. View Your School

When you log into 
your admin account, 
your school profile 
will appear. Click on 
your School Name to 
make changes to it.



4. Add Teachers

There are two ways to 
Add Teachers to your 
school.

Click on E mail Invite 
Teachers  and enter their 
email addresses to send 
teachers an email invite to 
join your school.

For teachers who have 
not yet joined Engrade, 
you may create a new 
account for them by 
clicking C reate
New Teacher.



5. Add Admins

You may also add 
additional Admins to your 
school by clicking the 
Admins tab. You may 
Invite Admins or Create 
New Admins similar to 
teachers.



6. Upload School Picture

You can click the 
S ettings tab, then E dit 
L ogo to upload or 
change your school 
picture.



7. Creating Classes

Both teachers and admins
can create classes for the 
school. The class form will 
include basic information 
such as name, grading 
period, and a list of 
students.

Class settings – including
grade settings – can later 
be edited in the S ettings  
tab for that particular class.



When creating a class, the most important 
thing to remember is how to enter the student 
list. The list should always be entered in this
format:

F irs tName L as tName IDNumber

Where IDNumber is your school or district ID 
number for that student.

A ll teac hers  s hould always  us e E XA C T LY the s ame ID number for 
a given s tudent. Never give two different s tudents  the s ame ID 
number.

If Thomas Jefferson has the ID 1234 in Math class, he should also have 
the ID 1234 in Science as well. No other student at the school should 
ever have the ID 1234.

8. Add Class Students



9. View Classes

As the admin and 
teachers add classes, 
they will appear in the 
school’s C las s es tab. 
Click on a class to view 
its data or change its 
settings.



10. View Students

As teachers and admins
add classes, your 
school’s student list will 
become populated. 

Make sure to select the 
correct school year and 
grading period at the top 
when viewing.



Part 2: Teachers



1. Accept School Invite

If you are not yet 
connected to your 
school, you will need to 
tell your admin your 
Engrade username. 

Your Admin will then 
send you an invitation to 
join the school. You can 
accept this invite in your 
S chools tab.



2. Create a Class

To create your first class, 
click the C reate New C las s
button at the top of the 
page or select this option 
from the Classes 
dropdown menu.

On the new class form you 
will enter various pieces of 
information about your 
class including name, 
grading period, student list, 
and grade settings.



When creating a class, the most important 
thing to remember is how to enter the student 
list. The list should always be entered in this
format:

F irs tName L as tName IDNumber

Where IDNumber is your school or district ID 
number for that student.

A ll teac hers  s hould always  us e E XA C T LY the s ame ID number for 
a given s tudent. Never give two different s tudents  the s ame ID 
number.

If Thomas Jefferson has the ID 1234 in Math class, he should also have 
the ID 1234 in Science as well. No other student at the school should 
ever have the ID 1234.

3. Add Class Students



4. Gradebook

Once you click on or 
create a class you will be 
taken to that class’s 
G radebook tab.

Engrade’s gradebook
works just like a 
spreadsheet – click on a 
score to edit it and use 
your arrow keys to move 
between boxes.

To add your first 
assignment, click New 
As s ignment at the top of 
the page.



5. Add an Assignment

When adding an assignment, 
you will enter its name, 
category, points possible, and 
other information.

The points possible CAN BE 
ANY NUMBER or EC for 
extra credit.

You will also enter each 
student’s score if the 
assignment has already been 
turned in and graded. This is 
the NUMBER OF POINTS 
they earned on the 
assignment. 

DO NOT ENTER 
PERCENTAGES FOR SCORES



6. Grades

Engrade will automatically 
calculate students’ grades 
based on your settings and 
their assignment scores.

You may change the class 
grade settings at any time 
by clicking G rade S ettings
below the gradebook.

You may also print reports 
for students using the P rint
select box below the 
gradebook.



7. Student / Parent Access

In your class S tudents
tab you will see a list of 
student next to their 
Access Codes.

An Access Code is the 
secret code a student or 
parent will enter when 
they register for Engrade 
to access their grades.

A student’s Access Code should be the same for all 
classes at your school. That single code will allow them 
to view all of his/her classes. 



Appendix



Since 2003, Engrade has helped administrators,
teachers, parents, and students stay connected.

Engrade is About Education

C ommunic ation

C ollaboration

Online L earning

Data

Parents stay informed on a real-time basis of 
student grades and assignments

Teachers create and share learning materials 
online with other teachers, students, and 
parents

Persistent learning records stay with 
students and admin reports help identify 
academic problems early

Students have access to online learning 
materials 24/7

Learn more at www.engrade.com



Engrade’s most updated online help is located 
here: http://lessons.engrade.com/help

You may also contact Engrade Teacher Relations 
at: support@engrade.com

Where to Get Help

Learn more at www.engrade.com

http://lessons.engrade.com/help�
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